SharePoint 2010 End-
user Training Manual

This training manual is focused on providing information and hands-on examples for end-users a
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Useful Online Resources

Resources:

e SharePoint Help Site: https://sharepoint.fnal.gov/help/Pages/HelpHome.aspx

e  SharePoint Help Blog: https://sharepoint.fnal.gov/help/HelpBlog/default.aspx

YouTube Videos:

e SharePoint in Plain English: http://www.youtube.com/watch?v=s12Jb5Z2xaE&feature=related

e What is SharePoint? SharePoint 2010 Essential Training from lynda.com:
http://www.youtube.com/watch?v=TE9TpraPIrE&feature=related

Online resources from Microsoft:

e Microsoft SharePoint 2010 | For End Users: http://sharepoint.microsoft.com/en-

us/product/benefits/End-User/Pages/default.aspx

e Microsoft “That’s why | use SharePoint” site:
http://sharepoint.microsoft.com/iusesharepoint/landing.aspx

e Microsoft SharePoint 2010 Quick Reference Cards:
http://download.microsoft.com/download/d/4/2/d4290c8a-5563-44a7-96a6-
9fe77eff40b0/qrc _all.pdf
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1. What is SharePoint 2010?

SharePoint is an extensible and scalable web-based platform that supports the collaboration and sharing
of information within teams and throughout the organization.

SharePoint 2010 is the fourth version of SharePoint from Microsoft.

One common use of SharePoint is to create sites that are used for team collaboration. These
collaborative sites, also known as team sites, enable team members to better work with one another.
They can use the site to share documents, assign tasks, track team events on a shared web calendar and
much more.

2. Log in to the SharePoint site

The URL is: https://sharepoint.fnal.gov/

1) Click “Sign In”.

[SharePoint

Sign In

o

# SharePoint »

SharePoint Search =l o o
Point

Fermilab SharePoint collaborative site

log in

e see About Fermilab.
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2) Enter your Services Account username and password.

e sign In
Please enter your Services usemame and password.

User name: [
Password: |

Sign In
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3. Getting to know your team site

One of the fundamental kinds of web sites that SharePoint 2010 allows you to create is a team site. A
team site is a SharePoint site that you can use to collaborate with your coworkers. Other types of
SharePoint 2010 web sites are covered in Section 7.

Note: Each organization at will be given a testing SharePoint site collection. Your SharePoint trainer will
provide the URL to you during your training session.

3.1 Viewing your team site in the browser

First you need to navigate to your team site. All SharePoint team sites have the same features:

a. Header: The header spans the entire top of the page.
Left navigation.menu: the navigation pane provides quick access to the site’s document
libraries, Lists and discussion boards. You can even add links to content you create, such
as documents and\web pages.

c. Page content: The ¢content displays in the body of the page.

/

FE Scientific Programs » Home

W ILike It Tags &
Notes

Scientific Programs |  Search Center Search cd-sites-scp . yol §

Documents

=hared Hocuments Welcome to your site!

Site Pages

Drop Off Library
Add a new image, change this welcome text or add new lists to this page by clicking the edit
button above. You camnglick on Shared Documents to add files or on the calendar to create

Lists new team events. Use th&lipkg in the getting started section to share your site and customize
its look.

Catendar

Tasks
Shared Documents
Discussions
[T Type Name Modified Modified By
Team Discussion
There are no items to show in this view of the "Shared Documents" document library.

Sites
People and Groups

SharePoint Training Page 6



3.2 Contributing to a team site

3.2.1 Modifying the home page

1) Browse to the home page of your team site and then click “Site Actions -> Edit Page”.

m
dit Page
Edit the contents of this page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

New Page
Create a page you can
customize.

5 2

New Document Library
Create a place to store and
share documents.

o

New Site
Create a site for a team or
project.

©

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content

View all libraries and lists in this
site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions

Give people access to this site.

Site Settings
Access all settings for this site.

Format Text

I'ri ﬁ (“l., Verdana -t - e 15/ v o 0<I> = i

lg select «
save & Close Check Out  Paste B JZ Ushex, x' W.A. A EEFEsS sulex. [(Spaiing | Jae e <3 HrmL

Undo .

Edit clipboard Font paragraph styles  spelling _Layout Markup

Libraries
Site Pages

Welcome to your site!

Shared Documents

Add a new image, me text or add new

nge this wel
i

tiEts +. You can click on
dar to create new t
calendar e your s
Tasks
Discussions Shared Documents
Team Discussion
1 Type Name Modifiad Modified By
There are no items to show In th of the "Shared Documents” document
a) Recycle Bin fibrary. To add a new item, click or "Upload"
) Al site Content 4 Add document

Getting Started
B share this site

B change site theme

6 set = site icon

>
% Customize the Quick Launch
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2) With the page in Edit mode, you can place your cursor anywhere inside the rectangular boxes
in the page’s body to edit the content.

Examples:

To change the title or to add text to the home page, simply click on the page while in edit mode
and your input will appear wherever your cursor is.

“Editing Tools

B P srowse Page [ENICEE
7 , cut
l.] ﬁ Verdana - 2em -
L "

Copy
jave 8 Close CheckOut  Paste B I Usex,x ¥.A.H

ite Actions ~

o @
AR
i <Py selet s

Styles  Speling  Text  Markup

= i ¥) Undo . Layout=  Styles= <5 HTML =
Edit Clipboard Font Paragraph Styles  Spelling _Layout Markup
Libraries
Site Pages Test Sltel

Shared Documents

Add a new image, change this welcome text or add new lists to this
Lists page by clicking the edit button above. You can click on Shared

Documents to add files or on the calendar to create new team events
Calendar Use the links in the getting started section to share your site and
ks customize its look.
Discussions Shared Documents

Team Discussion
C Type Name Modified Modified By

. There are no items to show in thi
4 Recycle Bin library. To add a new item, click

() Al Site Content

ew of the "Shared Documents" document
w" or "Upload”.

% Add document

Getting Started
& share this site

S Change site theme
[&] set a site icon

[® customize the Quick Launch
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To Change the Page Layout, click “Text Layout” on the Ribbon.

Alicia B Simmon)|
Browse  Page

. Ccut = <> @ s
H E‘l Verdana - o8t~ == @ " & ’v oo —
- Copy

lg select«
Save & Close Check Out ~ Paste B 7 Uaex, X ¥.A.45; @_ Styles  Speling | Text | Markup

& 2 ¥) Undo . Layout=( Styles= <3 HTML»
Edit Clipboard Font Paragraph Styles  Spelling Onacainmn

Libraries

Site Pages Test Site ‘ J\J One column with sidebar

Shared Documents

Add a new image, change this welcome text or add new lists to this
Lists page by clicking the edit button above. You can click on Shared
Documents to add files or on the calendar to create new team events.
Use the links in the getting started section to share your site and
Tasks customize its look.

1i Two columns
L

Calendar Two columns with header

Two columns with header and footer

Discussions Shared Documents
Team Discussion ud Three columns

Fl Type Name Modified Modified By

= There are no items to show in this v
4/ Recycle Bin library. To add a new item, click "Ne

) All Site Content

w of the "Shared Documents" document
" or "Upload".

Three columns with header

% Add document Three columns with header and footer

Getting Started
& share this site
I change site theme
[&] set a site icon

B customize the Quick Launch

Note: You can easily navigate to upper-level sites by clicking the “Navigate Up” button.

Browse

This page location is:

Ls Office of The CIO

Ly Communications
Trainin
A L Training

Libraries L Home

Site Pages WNIalrAamo A e
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3.2.2 Uploading documents

SharePoint 2010 uses a special kind of container —a Document Library — for storing files. Your team site
has a common default Document Library called “Shared Documents” where you can put documents you
want to share with others. Find out more about Document Libraries in Section 4.

1) Click “Shared Documents” in the left navigation menu.

Documents
Shared Documents
Site Pages

Drop Off Library

Calendar
Tasks

Discussions

Team Discussion

Sites

People and Groups

(2 All site Content

2) Click “Upload Document” on the “Document” tab.

Library Tools

Ste Actions v @  Browse

B W [ 2=

New Upload New
Document» Document~ Folder

3) Click “Browse” and select a file to upload.
4) Click “Ok”.
5) Fill out the “Name” and “Title” field respectively.

6) Click “Save”.
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3.2.3 Adding calendar items

SharePoint 2010’s team sites provide you with a default calendar for tracking your team events. This
calendar can be connected to and viewed in Outlook.

1) Click “Calendar” in the left navigation pane.

Documents
Shared Documents
Site Pages

Drop Off Library

Calendar
Tasks

Discussions

Team Discussion

Sites

People and Groups

(2 All site Content

2) Click the “Events” tab and then click “New Event”.

Calendar Tools
Site Actions v Browse Events ‘ Calendar

3) Type the information for your event.

4) Click “Save”.
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3.3 Using the search box

All pages in SharePoint include a search box by default. The search box has a search scope drop-down
List.

ILike It

Search cd-sites-com L] pel
This Site: Communicationg
:Search cd-sites-com

a new announcement, ©

If you receive far more search results than you were expecting, you can use refiners to drill down into
the results to find exactly what you are looking for.

1) Select the search scope you want to use from the drop down list.

2) Type your search term and click the magnifying glass icon.
ILike It

All Sites LI safety e

3) Click the refiner you want to use, e.g. Webpage.

# Search Center » Search Results

All Sites People

Preferences
safety P!| Adancas

Result Type 1-10 of about 1,500 results Ay

A
Any Result Type

Webpage .| Cryogenic Safety Subcommittee meeting

A PEE SharePoint >..> Environment, Safety and Health Section > Cryogenic Safety Subcomittes ... This Web
ey Part is required for the workspace to ... This Site: Cryog fety
Word Date: 2/25/2012 Size: 151KB

https://sh int.fnal.gov/esh/sites/css/Cryogenic Safety Subcommittee meeting
PowerPoint

@] National Safety Council Weekly Safety Tip.docx
National Safety Council Weekly Safety Tip
Authors: J. B Dawson Date: 5/26/2011 Size: 23KB
Any Site https://sharepoint.fnal.gov/my/forms_fnaluser_jbd
Weekly Safety Tip.docx View duplicates

/Shared Documents/National Safety Council
sharepoint.fnal.gov

&l National Safety Council Weekly Safety TlD( 1).docx
forms_fnaluser_jl og/| Safety Council Weekly Safety Tip(1).docx ..
Author Ruthors: ). B Dawson Date: 5/26/2011 Size: 25KB
https://sharepoint.fnal.gov/my/forms_fnaluser_jbdavson/Blog/Lists/Photos/National Safety Council
Weekly Safety Tip(1).docx

Any Author
James H Niehoff
John E Anderson Jr ) H2 Handler safety Course.pdf

Authors: James Priest Date: 10/25/2011 Size: 18MB
https://sharepoint.fnal.gov/esh/sites/fhs/Shared Documents/HYDROGEN INFO/H2 Handler safety
Heather Kumlin X8 Course.pdf

Thomas Page

how more v
s M) BaBar Decommission and Disassembly (D&D) Safety Plan

particle is traveling faster than the speed of light in quartz. This UV light is totally internally reflacted
dovm the quartz bars to an array of almost 11000 phototubes laid out on ...

Authors: Richard P Stanek X3519 03339n, Esp Date: 1/28/2011 Size: SMB

Aeie MAdifind Nabn httos://sharepoint.fnal.aov/oroiect/tev decom/Shared Documents/Plannina

Modified Date
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4. Working with Document Libraries

4.1 Document Libraries
A Document Library is a special kind of List. Find out more about List in Section 5. Document Libraries
allow you to manage files such as documents, spreadsheets, and presentations.

A SharePoint site can contain many Document Libraries, and each Document Library can contain a
hierarchy of folders and files.

4.2 Upload a file to a Document Library
1) Select the “Documents” tab under “Library Tools” on the Ribbon.

2) Click “Upload Document”.

Library Tools

New Upload New Edn

document v Documenty Folder Document | &y Discard Check Out
AN Upload Document
s p~ d a document from your computer to
Pictures | | s fibrary. ’
Cookie Ca
—C} Upload Multiple Documents Liaia,
Talk Pictur pioad multiple ITWRIES Ty you

computer to th
R N

3) Click “Browse” and in the “Choose File” dialog box, select a file to upload.

4) Click “OK”".

4.3 Work with documents
SharePoint 2010 provides two methods for working with documents:

» Each document has an “Edit” menu that you can use to take some action on that document,
such as checking it out for editing.

» The Ribbon also displays a set of actions that can be taken on individual documents or a
group of selected documents.
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4.3.1 Use the Edit menu

You see the Edit menu when you hover your mouse over the “Name” property of your document. With
the “Edit” menu, you can view and edit properties.

[T Type Name Mi

1@_] Communications and Outreach Change Risk Classification Guidance v 9/

View Properties
% Add document

2 Edit Properties
L!_ﬂ_] Edit in Microsoft Word

Check Out
-})] Version History

Compliance Details
(& Workflows
Add to My Links
Alert Me
Send To 4

Manage Permissions

Delete

X a8

4.3.2 Edit a document’s properties
The easiest way to edit a document’s properties is to use the Ribbon:

1) Select the document in the Document Library.
2) Click “Edit Properties” on the “Documents” tab of the Ribbon.

Library Tools
Documents m

n [ fgCheck Out
& » v

[ \‘3 Version History

LA {3 CheckIn = @ Document Permissions
EX Edit e Edit
der Document | ard Check Qut  Properties :Properties; )( Delete Document
Open & Check Out Manage
[7 Type Name
2 @ Communications and Outreach Change Risk Classificatio

3) Make the changes and click “Save”.
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4.3.3 Check documents in and out

Checking out a file prevents other users from editing the file while you are working on it. New edits you
make do not show until you check the file back in.

To check out a document:

1) Inyour Document Library, select the check box next to the document you want to check

out.
2) Click “Check Out” on the “Docuri\ents” tab of the Ribbon.

Library Tools
Stte Actions v @  Browse Libr. v

_Ef 1 ‘1‘ _bChe;k Out ==l 2 .2 Version History & N
, » ) | ' &
. _,Ld 3 Check In o @ Document Permissions \—,
New Upload New Edit View Ednt E-mail 2 Alert Download a
Documenty Documenty Folder Document =ck Qut Properties Properties )( Delete Document Link Me Copy GoTo S
Share & Track Copies

New Manage

Pictures

Cookie Caucus SR 7 AN 3
Communications and Outreach Change Risk Classification Guidance

Talk Pictures

Lobby display 4p Add document

3) Click “OK”.

To check in a document:

1) Click the check box next to the document that you want to check in.
2) Click “Check In” on the “Documents” tab of the Ribbon.
3) Inthe Check in dialog box, do any of the following:
o Select “Yes” or “No” to keep the file checked out or not.
e Enter any comments to include in the document’s revision history.

4) Click “OK”.
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4.4 Send alink to a document by e-mail

To share your documents with others, they must know where to find the document. One way to do so is
to send them a link directly to the document itself.

1) Inyour Document Library, select the check box next to the document you want to email.

2) Click “E-mail a Link” on the “Documents” tab of the Ribbon.
Library Tools

Site Actions v i Browse Documents Library

. | _é,cr-e.r Out = | 2 g Version History S 4 R ﬁ Send To
N 0 W ESHE @
Chec - $ Decument Permissions 5‘ Manzage
New Upload New Edit View Edlt E-mailza  Alert Download 2
Documenty Documenty Folder Document Properties Properties )( Delete Document Link Me » Copy " GoTo S
New Open & Check Out Manage Share & Track Copies
Pictures [V Type Name
Cookie Caucus
@] Communications and Outreach Change Risk Classification Guidance

Talk Pictures
Lobby display 4P Add document

You default e-mail application will open a new message with a link to the document. You
can choose who to send the link to and send the message as you would any other e-mail.

4.5 Recover deleted documents

When you delete a document from a Document Library, it isn’t gone forever. The document just moves
to a holding place in your site — the Recycle Bin.

To restore a document from the Recycle Bin to its original location:

1) Click the Recycle Bin link in the left navigation pane.

Documents
Shared Documents
COM Documents
Drop Off Library

Status Reports

Lists
com calendar

Discussions

COM Team Discussion

Sites
People and Groups

& Recycle Bin

| =] All Site Content
2) Place a check mark next to any files you wish to restore.
3) Click the “Restore Selection” link.

Note: Items that were deleted more than 30 day(s) ago will be automatically emptied.
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4.6 Create alerts

Alerts are a great way to keep track of the changes your teammates make to documents.

To create an alert to a Document Library:

1) Select the Document Library where you want to create an alert.
2) Select the “Library” tab on the Ribbon.
3) Click “Alert Me > Set alert on this library”.

SharePoint >..> Office of The CIO > Communications

Library Tools

Site Actions v

- Show Task Pan —= [}y Modify View v Current View: N ~b =)
0 B ' | D gy Q|
2‘) Show Totals - ﬂ] Create Column ~ All Documents >
Standard| Datasheet New E Create E-mailz | Alert RSS
View View Row ] Refresh Data View 2 Navig Current Pzge Link Me v Feed

View Format Datasheet Views Sh i3 Set zlert on this fibrary
Pictures [T Type Name B Manage My Alerts
Cookie Caucus

| Change Management
Talk Pictures
R | FermiDash home page requirements project
obby display
ca Fermitools Project Documents
Documents i | GCC Tour Guide Manual
Shared Documents ca News Center requirements project
COM Documents i | ORNL Conference posters
Drop Off Library C3 OSG- Science and Application Usage Reporting
[
Status Reports e : .
(| OSG.org Migration
How to documentation
ca Standard Service Communications Email Template

- ] VM's

Lists - ‘

COM Calendar 4P Add document

4) Fill out the form and click “OK”.
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5. Working with Lists

SharePoint 2010 provides many kinds of Lists that you can use to track information. A List is similar to an
Excel spreadsheet or a table in a database.

In a List, data is gathered in rows, and each row is known as a List Item. A List can have multiple
columns. A List Item is a row with data in those columns.

For example, a List of contacts may have the following columns:

e First Name
e last name

° ID

e QOrganization
e Email

e Phone

SharePoint provides three basic kinds of Lists:

» Communication Lists are used to track announcements, contacts, and discussion boards.

» Tracking Lists are used to track information such as links, calendars, tasks, issues, and
surveys.

» Custom Lists provide a starting template that you can build on to create a List with the exact
columns you need.
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5.1 Use the Ribbon to manage Lists
All SharePoint Lists display the Ribbon at the top of the List. You can use the Ribbon to access the

common tasks used for working with Lists.

The menu commands you see in the Ribbon depend on the kind of List you are viewing. Usually the

Ribbon displays List commands in one of two tabs:

> Items: displays all the commands you need for working with items.

Ste Actions v @  Browse

> List: displays commands for managing and customizing the entire List, such as creating views
and exporting the List to Excel.

Ste Actions v Browse Items.

B = Shog — [ Modity View  Curent View - N | !
5| B B> A & W
Standard

] Create Column | AllTtems
o Export to
Excel

@ L/ Form Web Pants v T ‘:C; @ @]

Edit List
Customize List st Workflow
Form /é] New Quick Step Settings Permissions Settings v

Create Emala Akt RSS  Syncto SharePoint C
Current Page Link  Mev  Feed Workspace

Datasheet  New
View Row

& Export Customize List Settings

Share & Track

SharePoint Training Page 19



5.2 Create a column
1) Select the List you want to work with.

2) Click the “List” tab on the Ribbon.

List Tools

Ste Actions v @ Browse Ttems

Lm, Sh — ([ Modify View v Current View: —\ N @ S | l/I—n L)' Form Web Parts + %
— ‘2! .S i<} QA ¢ @
) c) = ) T Creste Column 20 Ttems - ‘—] RIS @ <
Standard| Datash New Create Emala  Aet  RSS  Syncto SP" ol Customize List Lt Workfiow
View W Row - View [ Na Current Page Link Mev  Feed Workspac orm CEI New Quick Step Settings Permissions Settings v
v at E Share Expont Customize List Settings

List Tools

SteActions v @  Browse Ttems

= ==

O HO
Standard| Datasheet  New
View View Ry

[[p Modiy View ~ Current View

N N S—l il ‘T] Create gram |r |52 Form web Pans {g @ @]
{ll Create Column | All tems. - =" @ 2 S [&] open with Access QA Edit List

=
&

Create E-maila At RSS  Syncto SharePoint Export 1o Customize Lst  Workflow
ViedlV %) na Current Page \ Feed Workspace xcel Open Schedule Form 2] New Quick Step Setings Permissons Sevings
View Format Connect & Export Customize List Settings

4) Enter a name for the column.
5) Select the type of information you want to store in the column.

6) Click “OK”.

5.3 Create a List View

Views provide a flexible way to create custom display forms for users interacting with list data. Views
provide the ability for you to control which fields are displayed; the order in which fields appear in the
list; and advanced multicolumn sorts and multicolumn filtering.

To create a List view:
1) Select the List in which you are interested.

2) Click “Create View” on the “List” tab.

0| B

»dard| Datasheet
View

— [y Modify View + Current View: \ ) @ 3 ] Q (8] creste visio Diagram \I_I [ Form Web Pans @
A " é ) o) > & LLs ‘?:i
J {1l Create Column | Al Tasks - ! == — L (&] open with Access 7 £ai List @
Create Emsia  Alen RS  Syncto SharePoint Connectto Exportto = List  Workfow

View ¢ Curent Page Link  Mev Feed Workspace Outiook  Excel  (B] Open Schedule s;m-; Permiss

Connect & Expont

Settings

View Format

oraries @ Tyee Title Assigned To Status Priority Due Date % Complete Predecess
:e Pages
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3) Click “Standard View”.

Choose a view format

Start from an existing view

4) Enter a view name. The name must be unique to the list.
5) In the “Audience” section, select one of the available options:

e “Create A Personal View” creates a view that is only displayed for you.
e “Create A Public View” creates a view that other users can select and use.

6) In the “Columns” section, do any of the following:

e C(Click the check box under the Display column to show or hide a column in the view.
e Change the order in which columns are displayed in the view by selecting a position
value from the drop-down list under “Position From Left”.

7) Click “OK” to save the view.
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6. Working with web pages

Your team site is a collection of web pages. There are two different types of web pages for displaying
your content:

» Wiki pages: Wikis derive their name from the Hawaiian word for “quick”. The Wiki concept
is designed to be quick and easy. Use Wiki pages when you have predominantly Rich
content; for example, text, tables, links, and images. You can still insert Web Parts, or use no
Web Parts at all.

» Web Part pages: Use when you need mostly Web Parts with little text content. Web parts
are the building blocks of pages in SharePoint. They are components that show data, and
they can be placed in certain regions of a page — known as “web part zones”. A page can
hold many web parts, in different zones or in the same zone. SharePoint comes with a wide
range of out-of-the-box web parts.

6.1 Creating a new Wiki page
1) Click “Site Actions -> New Page”.

2) Type the name for your page and click the “Create” button.
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Note: You can change the page’s layout by clicking “Text Layout” on the “Format Text” tab.

W L&

<I>
Save & Close Check Out

Markup
Stjlesv <D HTML.

af {75 One column |
Documents L]

Shared Documents

[§ selects

1 One column with sidebar
innovate and support
interactions between ol

and forefront

Site Pages and the people

Drop OFf Library 1 Two columns

Lists Untitled fE5] Two columns with header
Calendar |

Tasks 1 Two columns with header and footer
Discussions

1 Three columns
Team Discussion

=51 Three columns with header
Sites

People and Groups | Three columns with header and footer
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6.2 Finding and linking other Wiki Pages
1) Go into the Edit mode in a Wiki page by clicking the Edit button.

Site Actions v

# Communications » Home

Communications | Search Center  SuperComputing ¥ Sector Newsletter  SharePoint COM project ¥
Pictures
Cookie Caucus Mission Statement

Talk Pictures

Lobby display The Computing Communications team provides support for the communications activities of th
The mission includes: librarianship of the CS document repository, the internal CS newsletter "Ct
display, coordination of the Fermilab participation in the Super Computing Confere hibit an

Documents

The group works vith sector management on the definition and execution of 3 Communications

Shared:Documants communications 3= embedded members of activities or projects vithin the sector.

2) Click “View All Pages” under the Page tab to see other pages in the same Wiki page library.

SteActions v §ff B Browse

= ﬁ ; __} Page History [ N i‘ = Qﬂ Mzke Homepage ‘ @ \q

3 él X ; LA : | 2 -

: @ Pzge Permissions : S 3 Incoming Links -{é} T
ne

Edit  Check Out Edit Renarr E-mailz  Alent Preview Library Library View All
= X Properties + age X Delete Page Link Me g Draft Check Settings Permisg'L) Pages
Edit Manage Share & Track Pzge Actions Page Library

3) You can link to another page in the same wiki library by enclosing the name of the page in
double brackets in the rich content area. For example, type [[Team Events Page]] to create a
link to the Team Events page.
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6.3 Inserta web part
1) Click “Site Actions -> Edit Page”.

Edit Page
Edit the contents of this page.

Sync to SharePoint Workspace
Create a synchronized copy of

E74
3
o

New Page
Create a page you can
customize.

New: Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or

@ rroject.

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
ﬁ% Reorganize content and
structure in this site collection.
=D View All Site Content
= View all libraries and lists in this
site.
Edit in SharePoint Designer

Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions

Give people access to this site.

Site Settings
Access all settings for this site.

2) Inaweb part page, click in a zone. In a Wiki content page, click in a rich content zone.

3) Toinsert a web part, click the web part button on the Insert tab.

Qn By 0 {im

Table Picture Video and Link Upload Web | Existing New
- - Audio - File Content + Part List List

Tal Media Links Content

= [ &

Table  Picture Video and

Web Bdsting  New
Pat Lt Lst

Web Pans

Tables Media Links 3
Categories Web Parts About the Web Part

5 Lists and Libraries &) COM Announcements

co ; ¥ nents Use ounce: to

COM Announcements

on the home page of

B Style Library
& e Picts
3} Woriow Tass

Add Web Part to:| Rich Content =
Add Cancel
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6.4 Configure a web part
1) Click “Site Actions -> Edit Page”.

Browse

Edit Page
Edit the contents of this page.

Sync to SharePoint Workspace
Create a synchronized copy of
this site on your computer.

New Page
Create a page you can
customize.

= @ g

New Document Library
Create a place to store and
share documents.

New Site
Create 2 site for a team or
project.

©

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
Reorganize content and
structure in this site collection.

View All Site Content
View all libraries and lists in this
site.

& 3

Edit in SharePoint Designer
Create or edit lists, pages, and
wiorkflows, or adjust settings.

o6
Q)
o

Site Permissions
= Give people access to this site.

Site Settings
Access all settings for this site.

By

2) Select the drop down control to the right of the Web Part title and click “Edit Web Part”.

COM Links
@ Computing Sector Home Page Minimize
@ CS Document Database x Delate
@ Supercomputing Conference
. @) Edit Web Part
@ Fermitools -

8 Computing Sector Newsletter
4k Add new link

3) Modify the configurations as you like.
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6.5 Remove a web part from a page

. e . . ”
1) Click “Site Actions -> Edit Page”.
Edit Page
?' Edit the contents of this page.
j Sync to SharePoint Workspace
§=! Create = synchronizad copy of
L this site on your computer.

New Page
Create a page you can
customize.

New Document Library
=[] Create 3 place to store and
share documents.

New Site

Create a site for a team or
o project.

More Options...

Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
ﬁ% Reorganize content and
structure in this site collection.

View All Site Content
View all libraries and lists in this
site.

[ Edit in SharePoint Designer
E-"’ Create or edit lists, pages, and
< workflows, or adjust settings.

Site Permissions
@ Give people access to this site.

a  Site Settings
{§} Access all settings for this site.

2) Select the drop down control to the right of the Web Part title and click “Delete”.

COM Links

@ Computing Sector Home Page Minimize
@ CS Document Database x Delete

@ Supercomputing Conference

5} Edit web Part

o

Fermitools

8 Computing Sector Newsletter

4k Add new link
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